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*Bm fallowing points were dis cussed with you m. & June end ore am 
submitted as part <xf Study: 

Secretary - Stgnc GS-7 

Sae work performed and the records maintained by the incumbeat appear 
to he eetisfactary hut the veimsa of work should retire sedaestet leas 
than full tine* Mark factors are as follows: 


25X1A 


1* 

a. 

3 * 

k* 

5* 


fe. 

25X1 A 


75 pear month 

100 per month 
4 drawer 


Follow up on replies t o. Admtoigtmtiva dl smtches. 

Assign control raaabera 
k3&* 

Maintain office files* 

Control and follow up on eora&exits for proposed 
Prepare correspondence originating in. the 
Office of the Chief* 

Serves as receptionist for phone calls and visitors* 
I4i®celleneouB duties requiring an es timat ed 25 per- 
cent of total tine: maintenance of Regulation t famifli a , 
assignment of parking spaces, issuance of BX authoriz- 
ations:, preparation of dispatches to COS re tassel. 

Maintenance, of Easrgescy plan. 

Revise the Dispatch "fellow up” system, as pro- 
vided in the attached procedure. 


Justification : 


Recoaeaendat Ion : 


Justification: 


Abstracts are being furnished with each die- 
patch for the purpose of simplifying the many 
legs Maintained throughout the Divisions. She 
proposed procedure mkes use of these abstracts 
snd should greatly reduce the time required to 
mtetaia the present system which requires the 
writing out of a complete log entry for each case* 

Reduce the work involved in the assignment of 
control number s to Memoranda initiated la the 
HHH by filing copies of the memoranda 
m tne enroao file instead of writing out all 
the information now entered in the control register. 

®he proposed system will save the time of typing 

out a complete log entry in the register for each case. 
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c. 


25X1 A 


Recoamendat ion ; 


Justification: 


transfer to thin position responsibility for 
the Division* » time and attendance reports and 
pay check distribution. 

placed 

which. need# tcH be relieved of sane of the assigned 
duties . It is believed that adoption of recom- 
mendations a and b above should add sufficient 


free time to this position to permit taking m 
tails added burden without reducing the effective- 
ness of the incumbent in cos^letiag her other 
assignments within the normal work week. 


Records- Ifrmagemeat Officer G5-I1 

She duties being performed primarily concern day-to-day records problems 
but do not represent the conduct of an egress! ve Records Maaagasent Pro- 
gram, which the incumbent has neither the training or experience to under 
take. Such a program would undoubtedly pay dividends but the writer has 
m knowledge of the extent of the records problem throughout the Division 
Present operation of the Records Management Program would permit some 
additional duties to be undertaken by the incumbent. 

a* Becosmendation: Provide for the incumbent to acquire some formal 

tr a i nin g in Records Management. (Courses are 
given locally by the American tkdLvereity, the 
Department of Agrica&ture, and the Rational 
Archives. Sms DB/P Records Officer has been re- 
Quested be obtain brochures for you on the courses 
that are available.) 

b» Recojssandatioa: Assign the Security Officer function to this 

position. 


Justification; 3he duties can be assumed without interfering 
with present assignments, the function is sow 
assigned to the Personnel Officer who is having 
difficulty in handling personnel tasks within 
the normal work week. Although the Personnel 
Officer state# that very little time is required, 
it appears than an appreciable amount of time 
would be needed, if all the Security tasks des- 
cribed in the attached list are fulfilled. 


Attachment: 

Task list of Security Officer 



Distribution; 

0ri&p|&r&vecfcBre4%efease 2001/04/04 : CIA-RDP61-00423A000 100080029-2 

1 ** fflg$b 5t*$££ 



